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Introduction

This user manual will show you how to use DMA's new electronic MMQ system. The
MMQ system will allow you to produce initial and quarterly MMQ information, print
individual MMQs for all MassHealth members in your facility, and create a disk or CD-
ROM for submission to the Division.

A help function is also available to assist with general questions about using the system.

System Startup

Provider Information

When you first run the program, the following screen will appear, and will prompt you
to enter your default provider information. Click the Add button and enter the facility’s
seven-digit MassHealth provider number, the facility’s quarterly cycle (Values A, B, or
(), and the provider’s “doing business as”” name. To save this information, click the
Save button. If you are submitting MMQs for more than one nursing facility, click Add
and enter the information for the other facilities. The system will retain this information
for subsequent MMQ submissions, thereby avoiding repetitive data entry. Click the Exit
button to proceed.

If you determine that the information you have saved is incorrect, you can access this
screen again by selecting Provider Information from the Utilities menu.

: Default Provider Info ]

Provider Humber |D922222 Cycle IEI_

Provider Hame Iﬂncme Mursing Home

:ﬂnﬁuml Find | Add | Edit |Qe|ete| Exit |

Taop | Frey




Quarterly Submission Reminder

Based on your assigned quarterly cycle, the system will determine when the quarterly
submission is due or overdue. Between the 1% and 15" of the relevant submission
months, the following message will appear upon system startup if you have not created a
Submission Disk:

Submission Due Motice x|

@ ficme Mursing Home - 0922222

Please don't Farget that yaur quarkerly submission is due,

After the 15" of the relevant submission month, this message will appear if you have not
submitted a disk:

Submission Over Due Mokice ﬂ

e WARMING: Acme Mursing Home - Q922222

Your quarkerly submission is pask due,

The Cycle/Submission Due Date relationship is as follows :
A:  the 15™ of January, April, July, and October
B:  the 15" of February, May, August, and November
C: the 15" of March, June, September, and December

Main Menu

The Main Menu bar contains the following items:
¢ File — Exit the system

e Edit — Standard Cut & Paste options

e Data Entry — The MMQ Data Entry Screen

e Utilities — Options include: Submission Processing, Data Validation, Provider Info,
Print Blank MMQ, Active Member List, Table Cleanup

e Help — General help on using the system



Data Entry

The system is designed for easy data entry. Most items are buttons, while some are
selection drop-down boxes.

If you handle multiple providers, clicking on Data Entry on the Main Menu Bar will
display a screen that asks you to select the provider for whom you will be entering data.
Select the provider and click OK. (To submit MMQs for another nursing facility, you
will need to exit and re-enter the data entry screen, and select the facility from this drop-
down box.)

i Select Provider

You will be brought to the first Data Entry screen. Click Add on the toolbar. Enter the
member’s name and identification number, reason for admission, date of admission,
effective date, member’s sex, member’s date of birth, and member’s race. Then answer
questions 1 through 3. You can navigate this screen either by using the Tab key or by
pointing and clicking in the appropriate fields. As you enter values for the questions, you
will notice that the scores, subtotals, and totals will automatically be compiled.

If you are submitting the record for a member, click File for Submission before saving.
When you save the record, it will be added to the Pending Submission List.

Note: Once the record has been saved, the file for submission check box
will be cleared of its checkmark even though the record has been added to
the pending submissions list.

If you are pre-entering data, but will not be submitting a file immediately, do not click
File for Submission. When you are ready to file your submission, click File for
Submission for each member.



Member Information — Examples of Questions 1 through 3

» DMA - Management Minutes Questionnaire

Member Name JOHN [+ G 999-55-9955-5
- Last -

- First - -l -

Members1 thru 3 Tthru10 11 thru 13 14 thru 16 17 thru 21 22 thru 30
SCORE

Reazon far I oo 1. Dizpense Medications & Chart *
11 - Admission - - Hi=p
Submission J CIS30 for all patients

File far } . ;
DatE_Df_ 050112001 r 2. Skilled Observation Daihy *
Admission SulsiiaiEn ™ C1/20 - no obaervation

Effective Date IEISIEI1J'2EID1 Setto 0540152001 I

{* C2/515 - daily observations

. Personal Hygiene - Bathing

{~ C1/50 - independert § restarative pro.
@ Male  Female| D.0B.[051311845  C20516 - assist
% C3520 - totally dependent

Rece |1 - White (not of Hispanic Originy =] Personal Hygiene - Grooming

% C1/20 - independert ! restorative prg.
™ CRIS1E - assist

|0922222-Acme Mursing Hame j ™ C3E20 - totally dependsnt

Provider

To move through the various screens, click on the tabs you wish to view or click on the
Next >> button in the lower right corner to move to the next screen.

Each quarterly submission will involve verifying and editing (if necessary) the Reason
for Submission and the coding of each question, as well as validating that the RN
Evaluator and Administrator names are correct for each submission.

A Set To button will appear to the right of the Effective Date field. The Set To button
shows the last Effective Date that was added or edited. To avoid excessive data entry for
each quarterly submission, only the Effective Date needs to be changed if all other
information remains the same (be sure that File for Submission is checked for each
member).

Retroactive Submissions

If a member is retroactively approved for MassHealth benefits, you may submit both the
initial MMQ and all applicable quarterly MMQs in the same submission. For the initial
MMQ), add the member and click File for Submission and the Save button. To submit all
applicable quarters, go back and change the Reason for Submission, the Effective Date
and click File for Submission and the Save button for each applicable quarter.



Navigation

This button set will appear for your first and all subsequent submissions:

Top | Prey | et |ﬂ|:|ttum| Find | Erint | Add | Delete | Exit |

Buttons

TOP Moves to the first record in the current record set.

PREV Moves a record closer to the first record in the current table.

NEXT Moves a record closer to the last record in the current table.

BOTTOM Moves to the last record in the database.

FIND Will enable the user to choose search critetia.

PRINT Prints an MMQ.

ADD Inserts a new record into the database.

EDIT Allows you to change the data for the current record.

DELETE Removes the selected record from the database. When you hit the
Delete key, a dialog box will appear with the prompt, “Are you
surer”

EXIT Closes the current screen.

Table Cleanup

Certain situations can cause the data to become disarrayed. Turning the computer off
while the DMA MMQ Application is running is one example.

If errors occur unexpectedly, try running the Table Cleanup feature to put the data back
in sync.



Saving and Validation

When you have finished editing the member data, click the Save button to retain your
changes, or the Undo button to revert to the record's status before you started.

Tap | Erey | et |ﬂ|:|ttum| Eitid | Erint

Lndo |Qe|ete| Exit |

When you click the Save button, the system will validate the data you have entered. If
any items fail the validation routine, you will be notified with a pop-up message, and you
will be brought back to the item that is invalid.

You will have two options to validate your data: Option one is to click Save after you’ve
completed each screen. Option two is to click Save after entering a member’s complete

MMQ.

In the following example, the user failed to enter the member’s date of birth:

» DMA - Management Minutes Questionnaire

Member Name JOHN [+ G 999-95-9955-6
- Last -

- Fir=t - - bl -

Mernber i1 thru 3 7 thru 10 11 thru 13 14 thru 16 17 thru 21 22 thru 30

Reasaon far .
Submizsion I1 - Admissiaon j ‘

Admiz=ion | 090152001 d ation
- zeryations
Effective Date | 05/01/2001  Sett o Date of Birth Must be Entered.

Hent § restorative prg.
* Male Female| D.O.EI.|

1. Dispense Medications & Chart *
C1rS30 for all patients

- Bathing

ependent

Race |1 - White {not of Hispanic Qriging

IDQEEQEE—AcmE MHursing Home

Personal Hygiene - Grooming
¥ 21/20 - independent / restarstive pro.

™ 2S5 - assist
™ 23520 - tatally dependent

Prowider

I I e P




Data-Entry Screens — Examples of Questions 4 through 6

%' DMA - Management Minutes Questionnaire

Member Hame JOHM ﬂ
- Last -

Member s 1 thru 3

1V ll| 95919-99-5999-5

14 thru 16 17 thru 21 22 thru 20

- bl -

SCORE

4, Dressing
™ C1450 - independent ! restarative pro.
™ C2/530 - a=sist
{* 23/330 - totally dependert
{~ Z4/50 - socks & shoes only

™ 25/50 - not dressed

5. Mobility
" C1/50 - independert  restarative pro.
{ S50 - independert weiwheelchair
% C3S32 - walks with assist
" C41532 - wheelchair with assist
{ C5/50 - nonambulatory

6. Eating 110
™ 21/50 - independent { restorative pro.
™ C2/520 - assist
™ 231545 - tatally dependert
™ CArSa0 - tube fad
{© CEsa0 - |y,
{* CE/S110 - tube fed & assist
{ CTIS135 - tube fed and tatally dependent
™ CEIS135 - tube fed & LY.

Examples of Questions 7 through 10

DMA - Management Minutes Questionnaire

Member Hame JOHM n
- Last -

Member s 1 thru 3 4 thru B

|0 0599-99-9999-5

14 thru 16 17 thru 21 22 thru 30
SCORE

- bl -

7. Continence/Catheter - Bladder
{1450 - continent
{* C2/50 - incontinent occasionall
{ C31548 - incontinert & toileted
£~ C4r545 - incontinert
{ C5/520 - inchweling catheter
" CBIS1S - howel incortinent & kladder training

Continence/Catheter - Bowel

{7 C1/50 - continent

{* C2/50 - incontinent occasionall

{ C31548 - incontinert & toileted

" S48 - incontinent

" CBIS1S - howel incortinent & kladder training

Note: If Bladder Is C5 & bowel Is C3 oF CHS535

§. Bladder/Bowel Retraining I 18
{21450 - no retraining received

{ C2/550 - bladder retraining
{* C31518 - howeel retraining
{7 CASES - bladder and bowel retraining

9. Positioning
£ 121/50 - independent
{* C2/S36 - assist

10. Pressure Ulcer Prevention

{* Z1/50 - no preventions measures
{ C215110 - prevenive messures




Examples of Questions 11 through 13

' DMA - Management Minutes Questionnaire

Member Name JOHN H G 005-99-9994-5
- La=t -

- First - - bl -

Member i1 thru 3 14thru 16 17 thru 21 22 thru 20

11. Skilled Procedure Dailv/Pressure Ulcer SubTotal | 381
COYSQ I none
daily frequency S S10X frequency

Enterdt at each stage

SCORE

- -2. 3. _4- Freq. 13. Special Attention Iﬁ

[0 [z =]z =][o=] 6 Code & - immobilty

0 i
Code B - zevere spasticityirigidity
0 = IF applies, Code

12. Skilled Procedure Daily / Other W

COfSD T none 1,2, 3 othemwize
g Code C - behavioral problems 2Ea .
daily frequency £ S10X frequency o1 S 3 Code 0 Score

T 20 304 5 6 7 8049 1008 of SubTotal

Code D - izolation
ﬂ wo

| 08 - Tracheostormy Care

Entet up
to3proc | 11-MNotin use atthis time |

WPes  |11- Motin use atthis time =l

Examples of Questions 14 through 16

' DMA - Management Minutes Questionnaire

Member Name JOHN [# Y 999-95-9955-5
- Last - -

- First -
Member 1 thru 3 7 thru 10 11thru13 L 14thru 16 G| 17 threu 21 22 thru 30
SCORE

14. Restorative Hursing I an 15. Toilet Use
-3-

. ;,.jlgl P {~ Caode 1 - independent
e it none * .
{* Code 2 - assist
Code -7 f 530
1 ™ Code 3 - totally dependent

Code 1 - dressing 1 r i
Code 2 - personal hygiene 2 2 Code 4 - nat toileted

Code 3 - eating 3 3
Code 4 - ostomy teaching 4 4 16. Transfer
Code 5 - disbetic teaching 5 =5 )
{* Code 1 - ind dent
Code 6 - ambulation B "B A

Code 7 - range of mation 7 7 (" Code 2 - assist
" Code 3 - totally dependent

{ Code 4 - bed hound

Care provided anly by 2 licensed purse

CATEGORY I T Grand Total I 4491




Examples of Questions 17 through 21

' DMA - Management Minutes Quesktionnaire

Member Hame JOHM H
- Last -

- Fir=t - - bl -

Member i1 thru 3 4thru B Tthru 10 11 thru 13 14thru 16

17. Mental Status 20. Consultations - Frequency -

" Code 1 - ariented |11 - Speech Therapy j |2- 2- 3Tirmes PerWieek
' Code 2 - disorierted

" Code 3 - not yet determined IBB' Mot determined j ID' Maone

=
|
18. Restraint |88 - Mat determined | |D - Mane =l
[
[
[

¢ Code 1 - not ordered 2. Medications
" Code 2 - ordered not used
{~ Code 3 - ordered and used daily

- Freguency -

|D-Nnne le-Nnne
IEI-Nl:une jID-NDne

19. Activities

" Code 1 - always active IEI - Mone j IEI - Mone
{* Code 2 - occasionally active
" Code 3 - rarely active or not active
{ Code & - not yet determined

IEI-Nl:une jID-NDne

Examples of Questions 22 through 30

' DMA - Management Minutes Questionnaire

Member Name JOHHN [ G 999-95-9955-5
- Last -

- First - - bl -

Member i1 thru 3 ¥ thru 10 11thru 13 14thru 16 17 thru 21

22. Accidents/ContractureWeight Change 23. Primary Diagnosis

Accidents "~ Yes (= Mo ISQS.Q

Contracture " es % ho 24. Secondary Diagnosis

Wieight Change Yes (% Mo I _ I , I

The underzigned cedifies, under penalty of perjury, that this Management Minutes Questionnaire is a true and correct
statement of documerted nursing services provided to the above-named patient.

25. Hame of RN Evaluator I MARY SMITH 26. Eval Date I 0411812004

27. Hame of Administrator | JOHN SMITH 28. Affiliation |1 - Mursing Facilty Staff |

29. Digcharge Reason IDD-Admiﬁed j 30. Digcharge Date I I




Printing

To print your validated MMQ, click the Print button, which will display the Print
Preview toolbar.

Print Preview Toolbar

4 <] @] 1] oo =] B¢ S

All reports are first generated in Preview mode. The Print Preview Toolbar will appear
during the Preview mode when you request an MMQ Form, an Active Member List, a
Validation Error Log, or any other type of report.

If the report is multiple pages, the arrow buttons will be enabled, allowing you to skip
forward and backward by page, or to jump to the first or last page.

The button with the image of layered pages allows you to select a specific page to view.

The button with the image of the open door will allow you to exit from the Preview Mode
without printing.

Clicking on the Print button at the end will display the standard Windows print screen,
where you can specify the destination printer, specific pages to print, the number of
copies, etc.

Active Member List

The Utilities Menu enables you to print a blank MMQ and to print a list of all currently
active members:

Report Designer - mmaqlist.frx - Page 1

DMA MMQ Active Member Listing

E ffective
Memb er Name RID Date Score Category
BURNZ, PAT 111-11-1111-3 04122001 3220 I
DOE, JOHN 333.33-3333-9 040122001 24530 3
KEEN AN, MIKE 222.32-2233-6 0401272001 30.00 H
LINCOLH, ABRAHAM 231-39.3030._7 03102001 22800 E
SMITH, JOHM q00_00_0000_% 04122001 30.00 H
Active DM A Member Count : 3

10



Submission Processing

This option allows you to create the Submission Disk, batch-print all the MMQs on a
Submission, print a member list from a submission, and clear pending submissions.

Create Submission Disk

Each member that is saved with the File for Submission box checked will be added to the
Submission Pending list. When you open the submission processing screen from the
utilities menu you must highlight the listing for ‘submission pending’ and then click the
Create Submission Disk button. This will copy those records to a file on diskette (by
selecting to save to the A:\ drive) that can be sent to DMA. In addition, the records will
be saved on the system and will be labeled with a date and time that the Submission Disk
was created.

You may also recreate or view a submission list that has previously been downloaded by
highlighting the date and time of that download and clicking create submission disk or
view submission list.

Users must submit data on a quarterly basis according to their cycle. Discharges and
Admits can also be submitted during the course of the quarter.

i Submission Processing i[

- Submission List -

SLIBMISSION PEMDING
Create Submission Disk 082402001 12:29:34 Pl

Print Batch Ma's

Frint Member List from Submission

Yiewy Submission List

[~

Exit | Clear Pending Submissions |

Print Batch MMQs

This function allows you to print all MMQs for the members on a Submission. If you
submit for multiple providers, you will be prompted to select the facility from the drop-
down box.

11



Print Member List from Submission

This function allows you to print a list of all members on a submission. If you submit for
multiple providers, you will be prompted to select the facility from the drop-down box.
View Submission List

You may view the partial contents of any submission file, whether it is one that was sent
to a disk or if it is the Pending Submission list.

| Locate Case x|
RID = RID Mlarme EffectDiate Feason |~
8888583839 G88883888Y9 |SOPHIE, SENORA 08202001 |D-Discharge
H9599999996 9999599599596 |BROOKS, THOMAS 0ar2002001 |1-Admission
F7H459234932 FZH4923932 [GYLILMAZARIAN, TIGRAN 0ar2002001 |D-Discharge

If you are viewing the Pending Submission List (as in the example above), a Delete
button will allow you to remove Members from the list. Just click on the Member record
you want to remove and click on the Delete button.

Clear Pending Submissions

If you determine that you incorrectly selected members for submission, you may use this
function to remove all members from the pending submission.

12



Finding Members

To locate a member, click on the Find button and the following screen will appear:

" DMA - Management Minutes Questionn

Member Name RGeS RAYMOND E
- Last -

- Fir=t - - bl -

Member i1 thru 3 7thru10

Reazor
Submis

Date of
Admizs Find By :

Effective L

Race |1_
{ C1/50 - independert | restorstive pro.
{7 C2IS1E - assist
I 09za388 % C3/S20 - totally dependert

Provider Mumber

The Find screen provides a Find By drop-down box that allows you to search by Last
Name or by RID (in the above example, Last Name is chosen). Based on the option
selected, enter either the name or the RID in the box to the far right.

Next, click on the Find button. The first member that matches the criteria will appear in
the Data Entry screen. The Find button will be disabled, and the Find Next button will be
enabled, allowing you to look for any subsequent members that match the criteria.

13



e NG KT T e T

7 Locate Case

1111111113

2727272726

1111111113
2232222226

Mare

Clicking on the View List button will display the entire member list:

AdmitDate

EffectDate

BURMS PAT
KEEMAN MIKE

0451252001
0451252001

0451252001
0451252001

2313939397

23139393487

LINCOLN ABRAHAM

031052001

03122001

33333333349

3333333339

DOEJOHM

0451252001

0451252001

890858855380

89053558350

SHITH MARY

0451252001

0451252001

9999999995

99959999495

BOURGLIE RAYMOMD

0411052001

0451252001

The list initially appears in RID order, but you can re-sort it by double clicking on the
column heading with the method by which you want to sort. The sort column will appear
to the far left.

14



Data Validation

This option in the Utilities Menu allows providers and vendors using their own software
to ensure that they are submitting valid data according to the Division's specifications.

This option will prompt you to specify a text file to validate. Once the file is specified,
the validation routine will ensure that the data is formatted properly, that required fields
are filled, and that values fall within specified ranges.

If the file is valid, a message will appear at the end of the process.

If the file is not valid, an error report will appear displaying the fields that did not
conform, and indicate why. The user is responsible for correcting and revalidating
the file.

Report Designer - errorlog.frx - Page 1
External Data Validation - Error Log

The follow ing fields failed the validation p rocess:

- Last Nam e (Empty)

- 10th RID Character (Invalid 10th Character)
- Category (Out of Range)

- Med 1, Type (Out of Range)

Invalid Fiokd Count : 4

15
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